VOLUME |
CHAPTER 1

CENERAL | NFORNVATI ON

100. PURPOSE . Volune | of the DoD Postal Manual, under the authority of DoD
Directive 4525.6, 5 May 1980, (reference (aa)) provides instructions for the
managenent and control of postal effects and for the processing, dispatch,
handling, and transportation of personal and official mlitary nail.

101.  TERVS AND ABBREVIATIONS. Terns and abbreviations used in this Manual,
United States Postal Service (USPS), and other DoD postal-related regulatory
documents are included in Appendix A of Volume II.

102.  PQLICY .

1. The MPS shall transmt official and personal mail pronptly, effi-
ciently, and economcally in support of the defense mssion and conmsistent
wWth the required delivery date, security, accountability, and class of mail.

2. Duplication of postal services by the MPS and USPS is not authorized.
There may be-no overlap of postal service between elenents of the MPS or DoD
and non-DoD courier or pouch systenms. Mlitary Post Offices (MPOs) will not
be authorized for areas served by the State Departnment Pouch System unless
the pouch systemis determned by the Assistant Secretary of Defense (Produc-
tion and Logistics) (ASD(P&L)) to be inadequate. A DoD Conponent requesting
establishment of an MPO to replace or supplenent present mail delivery service
shall submt in accordance with DoD Instruction 7041.3 (reference (a)) an
econom ¢ analysis of alternative methods of providing mail service. The
econom ¢ analysis shall be acconplished follow ng procedures established by
applicable Mlitary Service regulatory docunents.

3. Al classes of mail shall be transported according to 39 U.S.C.
(reference (b)) and 49 U.S.C. (reference (c)), USPS Directives, and this
Manual . Scheduled U S. civilian air carriers shall be the only neans of
transporting air eligible mail when adequate service on such air carriers is
available. Availability of adequate service on scheduled U S. air carriers
shal | be determ ned by MPSA in coordination with USPS (See Chapter 11).

4,  Mail noved by industrially funded MIlitary Airlift Command (MAC) and
Mlitary Sealift Command (MSC) requires reinmbursenent at the common user tariff
rate.

5. Foreign commercial airlines or mlitary airlift, as authorized by
reference (b), may be used on a tenporary basis to transport mlitary mail
when U S. commercial air carriers are unavailable or cannot provide tinely
delivery. Authority to use foreign air carriers on a continuing basis requires
the specific approval of the MPSA, in coordination with the USPS.

6. MPS elements are authorized to use |ocal overseas conmand funds to
transport Lilitary mail between commands in unique problem situations. Such
transportation may not be used in conpetition with U S. comercial carriers,
but shall be subject to the limitations above and the standards prescri bed by
t he MPSA.
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7. Foreign postal admnistrations may be used to transport military
mai | when approved by the MPSA, in coordination with the USPS.

8. Oficial registered nail that is noved to, from and between MPS
activities shall be transmtted in the reaner required by DoD 5200. 1-R (refer-
ence (d)).

9. Ml consisting of correspondence that relates exclusively to USPS
busi ness shall be mailed with USPS indicia.

10. Mlitary activities receiving their primary admnistrative and
| ogi stical support from U S. enbassies or other governnment agencies are not

eligible for MPS support , if such support would duplicate an existing com
muni cation system

11.  The goal of MPSA is to provide, at a mninum a level of service
equal to that provided by USPS to the civilian population of the United States.

12.  Requests for exceptions to policy or procedures outlined in this
Manual or in USPS and ot her DoD postal regulatory docunents shall be submtted
in witing through the appropriate [Jajor conmand direct to the MPSA.

103.  RESPONSI BI LI TI ES .

1. The Assistant Secretary of Defense (Production and Logi stics)
ASD(P&L) shal | ;

a. Provide broad policy guidance for operation and use of the MPS
and establish guidelines concerning use of the MPS by DoD conponents, other
government agenci es, and nongovernment organi zations.

b. Serve as the final authority concerning requests for first
opening and last closure of an MPO in any country.

c. Serve as the DoD representative for inplenmentation and adm ni -
stration of agreements with the USPS.

2. The Secretary of the Arny is designated the single manager of the MPS
and shall:

a. Establish and organize the Mlitary Postal Service Agency (MPSA)
as a jointly staffed headquarters located in the-National Capitol Region, arid
establish other field activities, when required.

b. Designate a general officer (or equivalent civilian grade) to be
the Executive D rector, MPSA.

3. The Executive Director, Mlitary Postal Service Agency, shall:

a. Act as the functional director for MPO nail (official and per-
sonal ) with responsibility for the devel opment of policy and nonitoring of
all overseas mail transportation costs.
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b. Recommend to ASD(P&L) (Transportation Policy) (TP) policy and
establish procedures required for proper admnistration of the MPS.

c. Serve as the single DoD point of contact with the USPS and ot her
government agencies on MPS policy and operational matters; devel op the DoD
position and negotiate with the USPS for changes to the USPS-DCD Postal Agree-
ment (reference (e)) as it relates to the operation of the MPS; furnish policy
and procedural guidance for conpliance with that agreenent.

d. Command and operate single offices with joint Mlitary Service
staffing to serve as a liaison with USPS at mail concentration centers within
the continental United States (CONUS).

e. Coordinate an integrated network of major mlitary nail
distribution and transportation facilities in overseas areas.

f.  Establish, as necessary, Joint-Service postal finance, supply,
and equi pnent distribution facilities in CONUS and overseas areas. |f con-
sidered necessary, a Mlitary Service el enment can be designated to performthis
function.

g. Provide technical support and nonitorship for conmand post al
operations of the MIlitary Services in overseas areas. Conduct technical
assi stance team visits, as required.

h. Coordinate the devel opnment of an integrated programfor training
postal personnel fromthe MIlitary Services. Mnitor all mlitary reserve
postal training prograns.

. Recommend to ASD(P&L) policy for and nonitor investigations of
depredations of nmail , and USPS funds and equi pnent in the MPS, and process
postal clainms nmade against the MIitary Services by the USPS.

j. Coordinate the establishnent and disestablishnent of MPOs.

k. Ensure that MPOs conply with postal arrangenments nade w th
sovereign foreign governments.

1. Function as single point of contact wth the DoD executive agent
for custons (Departnent of the Arny, Deputy Chief of Staff for Logistics) on
matters relating to the MPS.

m. . Coordinate with DoD Conponents to devel op and recomend to
ASD(P&L) (TP) DoD policy for official mail cost control Program

n. Mnitor the responsiveness of the MPS and USPS as they inpact
upon performance standards and take corrective action, as required. Coordinate .
the conpilation of statistics, conduct studies, and performanynecessary
anal ysi s.
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o. Establish and nmaintain Iiaison with the DoD transportation
operating agencies (Mlitary Traffic Minagement Command (MTMC), MAC, and MSC). .
p- Publish a single DoD postal manual and devel op other technical

regul atory documents to be used by all DoD Conponents in support of the MPSA
m ssi on.

q. Establish and maintain |iaison with conmand postal operating
el ements within each Mlitary Service to aid in the effective daily operation
of the MPS, and establish and maintain [iaison with major commands to investi-
gate and resolve postal problens.

r. Process all presidential, congressional, and other high-Ievel
correspondence relating to the MPS in coordination with the respective Mlitary
Service's legislative |iaison.

s. Maintain and publish periodically a consolidated |ist of MPO
nunbers as issued by the USPS and controlled by the MPSA.

t. Arrange for representation of the Department of Defense before
federal regulatory agencies on MPS matters, and devel opnent of the proposed DoD
action in response to notice of proposed rule making documents published by any
federal agency that have a significant inpact upon DoD postal matters. Notify
ASD(P&L) and ot her interested DoD Conponents of any proposed or actual changes.

u. Devel op, establish, and operate an integrated information data
systemto support the mssion of the MPSA and the OSD in its postal oversight
role.

v. vooordi nate the devel opment of Joint UniformMIlitary Posta
Manni ng Standards (see paragraph 103.4.p).

w. Provide mlitary postal transportation planning support to DoD
Conponents in support of the plans of the Joint Chiefs of Staff (JCS) and ot her
mlitary operations, in coordination with MIMC, MAC, and MSC.

X. Provide information from MPSA managenment information systens to
the Mlitary Services for devel opnent of their budget estimates concerning
overseas mail transportation costs and review the budgets of the Mlitary
Services to ensure that current rate data are included.

y. Ensure that the MIlitary Services provide necessary resources
that will allow, as a mnimum a level of service equal to that provided by the
USPS to the civilian population of the United States and ensure that overlap
or duplication of MPS functions between the MIlitary Services, DoD Conponents,
or other governnent agencies are identified and that a coordinated solution is
obt ai ned.

z. Appoint, as required, a designated Mlitary Service within a
Unified Command -to serve as a single postal theater nmanager with duties and
functions prescribed by the MPSA.
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4,  The Secretaries of the MIlitary Departnments shall:

a. Ensure their conponents request the establishment of MPOS under,
the criteria in this Mnual.

b. Miintain audit, inspection, advisor, and assistance responsibil-
ities for MPS activities under their jurisdiction.

c. Provide air and surface transportation support to nove mlitary
mai | when tendered by USPS or MPS activities.

d. Provide adequate resources to ensure that the | evel of postal
service and facilities, at a mninum are equal to those provided by the USPS
to the civilian population of the United States and that these are provided
uniformy to all authorized users of the MPS. This shall include processing,
transporting, and delivering nail.

e. Ensure that major conmands are designated to provide the MPSA,
through the Joint Mlitary Postal activity (JMPA) Atlantic or Pacific, wth
information to allow proper mail routing and dispatch instructions when their
respective units change location, are activated, deactivated, inactivated, com
m ssi oned, decomm ssioned, or when units rotate.

f.  Command and operate postal facilities not assigned to the MPSA.
This shall include the adm nistration and managenent of postal operations
wthin a specified area or country when a MIlitary Service has been designated
the responsibility by the Unified Command commander (see paragraph 106.4).

g. Recommend to the Executive Director, MPSA, policies and proce-
dures to be inplenented by the MPSA in carrying out postal operations.

h. | ssue internal instructions for the control and use of official
mail entered in the USPS or the MPS.

. Provide MPSA with information concerning postal restrictions or
policies affecting MPS because of unique requirements. Provide excerpts of
the appropriate country-to-country (status-of-forces) agreements that affect
t he MPS.

j. Plan, program budget , and obligate for their overseas mlitary
Oail transportation requirenents, in coordination with the Executive D rector,
VPSA .

k. Coordinate all contingency and war planning involving MPS matters
with the MPSA.

1. Provide the MPSA with information required to support MPSA
managenent information systens, consistent with DoD Directive 7750.5 (refer-
ence (f)). Specific tasking shall be coordinated with each Mlitary Service.

m = Assist the MPSA in resolving overlap or duplication of MPSA
functions.
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n. Establish and operate MPOS for use by all authorized organiza-
tions and personnel on their respective installations overseas. DoD Conponents
shal | be provided postal service on a nonreinbursable basis. MOS may be B

operated at |ocations overseas other than at a mlitary installation to neet an -
operational requirement of a MIlitary Departnent.

0. Ensure support services are provided to onsite mlitary postal
activities; that is, custodial, utilities, real property maintenance, and
.transportation, on a nonreinmbursable basis. This shall include providing
additional” facilities, supplenental transportation, and personnel augnentation
in support of local postal activities to elimnate nail backl ogs created by
emergency or seasonal increases in mil volune.

p. Develop Joint UniformMIlitary Postal Manning Standards.

5. Joint Mlitary Postal Activity (Atlantic and Pacific) shall:

a. Act as a single point of contact with the USPS at the gateways.

b. Provide information to the USPS to allow proper distribution,
di spatch, and transportation of mlitary mail for overseas and maneuver forces,
ships, and other nobile units.

6. Commanders of the Unified Commands or Their Single Manager for Postal
perations shall:

a. Coordinate, as required, area MPS support responsibilities to
i ncl ude:

(1) Opening and closing of any country MPQO

(2) Transfer of operational control of the MPOs between the
MIlitary Services.

(3) Sharing of resources between the Mlitary Services to avoid
duplication of expenditures and effort.

b. Forward actions to the MPSA and ASD (P&L) for consideration as
appropriate in accordance with guidelines provided by this Mnual.

7. Mpjor Commands shall:

a. Appoint “responsible commanders,” as designees to carry out
command responsibilities as addressed throughout this Manual. The major
commands shal |l determne these designations according to each Mlitary Ser-
vice's conmand structure.

b. Establish, staff, admnister, operate, and support field posta

activities, as necessary, to provide an efficient, expeditious, and econoni cal
postal system
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c. Coordinate their activities and resources between the Mlitary
Services to avoid duplication of expenditures and effort for maxi num effective-
ness and econony. This shall include installation planning, audits and inspec-

tions, Personnel and facilityuse,and common nmail transportation O odes. Any
conflicts shall be referred to the Unified Command commander for resol ution.

d. Devel op contingency plans for providing postal services.
e. Ensure inspection and audit of conmmand postal facilities and unit
Oailroonms. Coordinate with other MIlitary Services, as necessary, to conduct

these inspections in areas where one Mlitary Service is the predom nant el enent.

The overall responsibility for these functions, however, remains with the
command.

f. Activate reserve and contingency MPO nunbers as required (see
paragraph 110 for specific requirenments).

g. Mintain liaison with host government postal admnistra tions.
h. Coordinate Oail transportation matters, such as:
(1) Qperation of railway and trucking services.
(2) Routing of mail by commercial airlines, MAC, and MSC.
(3) Developnment of airlift and surface mail requirenents.
Maintain |iaison with postal officials of allied forces.

j. Ensure that mail service to the command is evaluated continually
and incidents of unexplained mssing, msdirected, or delayed Oail are reported
to appropriate mail routing authorities.

k. Ensure that a conplete and effective mail directory service for
the comand is naintained.

1. Informcustonmers of the character of mail service that can be
expected in the area concerned. Encourage all personnel to advise their
correspondents to consult their local civilian postal authorities in connection

with any inquiries, conplaints, or clains concerning nmail to MPO custoners.

m Establish procedures that will ensure that conplaints, inquiries,
and suggestions relative to mail service are given proper attention.

n. wuoccate deficiencies in the postal service, including the process-
I ng, dispatching, transporting, scheduling, stow ng> and securing of mails and

take or reconmend appropriate corrective action.

0. Assist mlitary and USPS authorities, as necessary.

p. ‘Recommend inprovenents to the postal service to the MPSA, based

on observations, inspections, and evaluation reports. These recomendations
shall be submtted directly to the MPSA.
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q. Ensure the command’s facility review system properly considers

MPO facility requirements, based on the standards set forth in Chapter 13 of
this Manual .

104. CHANNELS OF COVMUNI CATI ON.

1. The MPSA is the single DoD point of contact with Headquarters (HQ
USPS for all postal matters. However, responsible commanders, serviced directly
by the USPS, are encouraged to communicate with |ocal USPS representatives on
operational concerns. |f a problemcannot be resolved locally, or an issue
requires the establishment of policy applicable to all DoD Conponent activities

whet her in CONUS or overseas, the matter shall be forwarded through conmand
channels to the MPSA.

2. The MPSA shall comunicate directly with DoD Conponents and Maj or
Commands to establish and inplenent uniformworldw de postal practices and
procedur es.

3. In CONUS, the Mlitary Services shall designate a |ocal point of
contact to conduct liaison with local Usps officials to resolve installation
or activity postal matters (see Volunme ||, Chapter 2).

4. Recogni zing the unique professional relationship between investi-
gating agencies, mlitary investigating agencies may conduct direct |iaison
with the USPS Inspection Service on matters affecting the MPS.

105. USE OF THE M LI TARY POSTAL SERVICE. The policies and procedures governing
the use of the MPS that are applicable to all DoD Conponents that operate the
MPOS and to all units and organi zations authorized to use the MPS are contai ned
in Appendi x A

106. ESTABLISHING MILITARY POST OFFICES

1. Authority. The MPS is operated as an extension of the USPS as
authorized by 39 U.S.C. 406 (reference (b)). This authority allows the estab-
| i shment of MPOS overseas, afloat or in the United States when the mlitary
situation requires.

2. Mssion. The primary mssion of the MPSis to provide service to the
DoD Conponents in support of DoD missions. Nornmally, both non-DoD and mlitary
activities that receive their predom nant admnistrative and |ogistical support
from non-DoD sources, such as U S. enbassies, nmay not be permtted to establish
MPos .

3. Information Requirenents. A request to establish an MPO shall con-
tain the follow ng informtion:

a. |f a non-DoD agency, the exclusive DoD mssion to be supported
and reasons why other nmeans, that is, international mail, or State Depart nent
pouch, cannot be used.

b. Ifa non-DoD agency, DoD personnel considered a part of the
agency and the portion of their local support supplied by the non-DoD agency.
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c. Number of mlitary personnel and dependents to be served by
Mlitary Service, and any projected increase or decrease in strength.

d. Number of authorized civilian personnel and dependents to be
served by agency, to include projected increases or decreases.

e. Name and location of the installation or activity.

f. A description of the building size, type of construction, secur-
ity features, relative location on the installation, total area in square feet

avai | able for postal operations, and whether the building nmeets the require-
ments outlined in Chapter 13.

g. Proposed opening date.

h. Availability of transportation, including the schedule and
proposed routing. US. flag carriers shall be given first consideration.
Ships shall initiate nmail routing messages upon establishnment as required | AW
Chapter 11, Paragraph 11109.

i.  Proposed Oethod of procuring fixed/flex stanmp credit. Stanp
credit wll be procured froman area PFSO or USPS. Initial stock levels will
be determ ned | AW Chapter 5, Paragraph 501. 5.

j. |If Mney Oder service is desired.

k. What Oethod will be available to obtain checks to be used in remt-
ting funds to the USPS? In the case of ships - is a disbursing officer/finance
officer attached to provide renmttance checks?

1. Whether or not a qualified full-time mlitary postal clerk wll
be on board to operate the facility.

m Date by which postal supplies are required if USPS is the source.
USPS requires 30 days to assenmble and ship initial supplies. Provide address
to which shipment will be Oade.

n. Any host country nmailing restrictions or prohibitions. (Not
applicable to ships. )

0. ldentification of the agency that shall assune |ocal operating
costs .

p. If the MPOis first MPOin the country, a witten statenent from
the host governnent which agrees to its operation. Include one copy of the
status-of forces agreements (SOFAS) or any other agreenents that nmay be of
significance to the request.

q. Wen required, an economc analysis of alternative methods of
provi ding mail delivery service (see paragraph 102.2).

r. Unit ldentification Code (UIC) (Navy and Marine Corps only).
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4. Routing Procedures for MPO Requests

a. MPO establishment requests that involve (1) the first MPOin the e
country, (2) non-DoD activities, or (3) situations when the. requesting Mli - o
tary Service differs fromthe MIlitary Service already providing the support in
an area shall be submtted through conmand channels to the appropriate Unified
Conmand conmander. The Unified Command commander shall designate the support-
ing Mlitary Service and forward establishment recommendations to the MPSA.

b. Before submtting requests, as indicated above”, non-DoD activi-
ties (such as U S. enbassies) shall obtain concurrence fromtheir respective
headquarters.

c. DoD Conponent activities desiring to establish additional MPOs,
when the requesting and supporting Mlitary Service are the sanme, shall submt
requests through the major comrander to the MPSA for consideration.

d. Approval authority for first opening in a country rests with the
ASD(P&L). These requests shall be routed, as prescribed above, to the MPSA
for referral to the ASD(P&L).

5. Establishment Procedures.

a. |If the request is approved, the MPSA shall assign an MPO nunber,
notify HQ USPS and appropriate DoD Conponent activities for inclusion in
pertinent publications, and coordinate Oail transportation requirementswith
the appropriate JMPA.

b. The required nunber of personnel authorizations for the new MPO
shall be made available fromthe MIlitary Service selected to provide the
support. Al required equipnment, supplies, and personnel shall be available
before opening. Normal lead tine for these actions is 6 to 9 nonths,

6. Cassification of MPOs. MPCS are classified into three basic cate-
gories: active, inactive, and contingency. These categories are defined in
Volune |1, Appendix A

107.  ESTABLI SHING A MAI L ADDRESS ONLY (MAO

1. MACS are established to serve as routing indicators for mail separa-
tion and transportation purposes only. They will have a designated parent MPO.
MACS wi Il not be established to avoid the requirenents prescribed for the
openi ng of an MPQO

2. The designated parent MPOw Il provide all required postal supplies
and equi pnent .

3. Establishment Procedures

a. _After reviewi ng establishnent criteria, major commanders shall
submt requests to the MPSA for approval at least 3 nonths in advance of the

proposed opening. A request to establish an MAO shall contain the follow ng
i nformation:
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(1) Nunber of mlitary personnel and dependents to be served,
by Service, and any projected increase or decrease in strength.

v A
B N

(2) Number of authorized civilian personnel and dependents to be
served, by agency, including projected increases or decreases.

(3) Nane and location of the installation or activity.
(4) A statenment that adequate space and equi pnment necessary

“for the proper handling and security of the mail shall be provided (see
Vol ume ||, Chapter 3, paragraph 309, for specific requirenent).

(5) Proposed opening date.
(6) Availability of qualified personnel to process the mail.
(7) Parent MPO.

b. If the request is approved, the MPSA shall act as described in
paragraph 106. 5.

108. DI SESTABLI SHING A M LI TARY POST OFFICE OR A MAIL ADDRESS ONLY

1. MPOSand MACS are closed when they are no |onger required or when a
change in DoD policy dictates this action. Mjor commanders shoul d submit
requests for closure to the MPSA when the requirenent is known. If the closure
affects nmore than one Mlitary Service or other DoD Conponents, the action
shal | be coordinated with the-Unified Conmander before submission to the MPSA.
|f it is the last MPO in the country, MPSA shall request ASD(P&L) approval.

2. \Wen approval is granted, the follow ng actions shall be taken:

a. The MPSA shall provide disposition instructions for USPS account -
able mail records.

b. The major commander shall:

(1) Notify the MPSA and the serving JPMA, by nessage, as far in
advance of the actual closing date as possible. MPSA shall notify USPS and
appropriate DoD Conponent activities. Notification to MPSA shall include the
follow ng information:

(a) MPO number and ship’s nanme, when applicable.
(b) dosing date.

(c) Mlitary Post Office Mail Distribution Schemre (MPOMDS)
and Mlitary Post Ofice Location List (MPOLL) changes for all organizations
and activities that used the MPO/MAO as their mailing address. (Follow the
format prescribed in the MPOMDS and MPOLL). (References k and 1).

(d)Di sposition instructions for official mail.
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(2} Reassi gn personnel and adj ust human resource authorizati ons.

(3) Provide the MPO with disposition instructions for excess DoD . ...

and USPS suppli es.

(4) Designate a unit to which active postal offense case files
shal | be forwarded.

(5) Ensure that an audit of accountable postal effects, includ-
ing equipnent, is performed at the close of business on the last day of opera-
tion or as soon thereafter as practicable. The audit shall be conducted by two

postal officials appointed for this purpose, one of whom may be the custodi an
of postal effects (COPE).

c. TheMPO supervisor or responsible commander shall:

(1) At a mnimum provide customers with a 90-day term nation
notice.

(2) Transfer active postal offense case files to the unit
desi gnated by the major commander.

(3) Return all blank MOs to the accountabl e postnasterby
registered mail (see Table 5-2, Rule 3, Chapter 5, for correct addresses).
When preparing the shipnent, ensure the contents are w tnessed properly.
Correspondence shall be enclosed listing the serial numbers involved and the
reason for the return.

(4) Obtain checks for all funds on hand as soon as possible
after the close of business on the |ast day of operation. To preclude returning
excessive quantities of stanps and stanped paper to the accountabl e postnaster
or Postal Finance Oficer (PFO), this stock may be sold for cash to the COPE
of another operational MPO

(5) Return the fixed credit to the source from which received,
acconpani ed by a copy of the final audit. Quantities and denom nations of
stanp stock returned shall be listed on a“PS Form 17, “Stanp Requisition,” and
hand-carried or forwarded by registered USPS indicia mail.

(6) \Wenever documentation is the last of its kind (that is,
money order business (MOB) report, dispatch docunents, and other reports),
endorse it "FINAL SUBM SSI ON MPO CLOSED' .

(7) Dispose of records. Conply with appropriate Mlitary
Service and MPSA disposition instructions.

(8) Distribute supplies (such as forns, twine, and |abels) to
operational MPCS in the area or dispose of themas directed by the responsible
conmander .

“(9) After final audit and disposition of equipment, supplies,
and records, submt a nessage to the MPSA and the major commander, indicating
di sposition of all accountable itens and include registry nunbers under which
t hey were shipped.
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d. Auditors shall conduct an audit to verify that all accountable
postal effects and equi pnent are on hand or accounted for (see Chapter 12,
for instructions).

(1) Wien the audit has been conpleted, dispose of all accountable
equi pment and al | - purpose dating stanps and postmarking stanps as directed by
the major commander. Itenms too large or heavy to mail or carry shall be
shi pped through a MIlitary Service's traffic managenent office.

109. RELOCATION, RECLASSIFICATION, SUSPENSION, AND TRANSFER OF OPERATIONAL
CONTROL OF MILITARY POST OFFICES

1. Wien a permanent |and-based MPO changes |ocation, the major conmander
shall send a nmessage with the infornmation required by paragraph 108 to the
MPSA and the serving JMPA.  \Wen relocation entails change in units served,
such information shall be included in the notification.

2. An operational MPO may be reclassified MAO when it is determ ned that
financial and mail services do not warrant full-time MPO mail services. Wen
this occurs, the major commander shall notify the MPSA and the serving JMPA, by
message, of the follow ng:

a.  MPO nunber.

b. Statenent that the MPO is reclassified as MAQ

c. Date financial operations wll| cease.

d. Newinstructions for the routing of mail, if applicable.

e. UJT sposition of USPS equi pment, supplies and postal effects.
(Date of mailing and registry nunber of articles mailed shall be included, if
applicable).

3. Wen reclassifying an MAO to MPO status, the najor conmander shal
notify the MPSA and the serving JMPA, by nmessage, of the follow ng:

a. That the MPO is becom ng operational.
b. Date MPO begins operation.
c. Newinstructions for routing of mail, if applicable.

4, \Wen the operation of an MPO (including contingency MPOs) or unit is
temporarily suspended, the responsible commander shall:

a. Designate an official to conduct an audit at the close of busi-
ness on the date of suspension, or as soon as possible.

b. Notify the major conmander, the source from which accountable
items are rece-ived, the MPSA and the serving JWA, if applicable, of the
fol | ow ng:

(1) Date of suspension.
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(2) Reason for suspension.
(3) Duration of the suspension.
(4) New instructions for routing of mail, if applicable,

c. Designate an accountable official for postal effects, or return
all accountable itens by registered USPS indicia mail to source from which
recei ved.

d.  When business is resunmed, informthe major conmander, the source
from which accountable itens are received, the MPSA, and the serving JMPA, if
applicable, of the date business will be resumed. Include new instructions

for the routing of mail, if applicable. Designate an accountable official and
| ssue necessary postal effects to conduct business.

5. Subject to a major command-|evel agreement , an MPO nmay be transferred
between Mlitary Services. Wth acceptance of operational MPO m ssions,
personnel staffing shall be absorbed by the accepting conmand. Wen the
transfer is conpleted, the receiving major command shall advise pronptly the
Unified Commander, MPSA, and the serving JMPA of the effective date. |f mgjor
conmand- | evel agreenent cannot be reached, the matter shall be forwarded to the
Unified commander for review. The Unified Commander shall designate the
supporting MIlitary Service and forward the recomendati on through MPSA to
ASD(P&L) for final approval.

110. ACTIVATION AND DEACTIVATION OF CONTINGENCY OR RESERVED MILITARY POST
OFFICES

1. When activating a contingency or reserved MPO, the nmjor commander
shall send a nmessage with the information required below to MPSA-OP and the
serving JMPA. This message shall be sent at |east 30 days in advance of
prograned (yearly) operations or immediately upon notification of short notice
unprogr anmed operati ons.

a.  MPO nunber.

b. Specify if the operation wll be a full service MPO or an MAQ
|f an MAO, provide parent MPO.

c. Mil routing instructions.

d. Proposed opening date. Al so, include proposed closing date for
operations projected to last less than 30 days.

e. Provide a statement that qualified postal personnel are avail able
to properly performthe postal function.

f.  Approximate nunber of personnel to be served.

2. The-deactivating nessage for contingency or reserved MPCS shall
i ncl ude the follow ng:

1-14



a. The proposed closing date.

b. Disposition instructions for mail received after the closing
dat e.
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